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The TLO's were pub;to elmost immedi ’ugg after they had been
appointed,

Below, the development A7 thgse first courses preceding the
development of a career ghrvice program is summarized, These
courses are describedat length in the extant history.

The Orientation Course

Early discussions on a career service program had pointed out
the need for an Agency-wide orientation course as a necessary pre-
liminary to such a program:

"An effort of selling the entire training program to key
people in the Agency will be a continous one .,.. At the
same time every media (sic) should be used, clearly relating
the individual and his work to the total intelligence pro=-
gram and in particular to the policies of this Agency ....
Thus, it is apparent until the entire program is laid out
and put into gear an expanded orientation and in~service
training program is in order." 35/

?7 Memo: Ex, Ass. Dir,, OCD,to D/TR, "Suggestions relative to
developing the intelligence career progranm," 5 December 1950,

25X1A9%9a riles: NN

O/TR announced the first Orientation course on 29 January 1951,

scheduled to run from 13 to 15 February 1951. §/ The course,at

&/ CIA Orientation and Indoctrination Program Schedule for First
Class (Tentative), 29 January 1951, (Ditto Sheet) Exec. Reg.

first scheduled only for newcomers to the Agency, finally came to
embrace all Agency members who had not previously attended, In
November 1951, it was supplemented by a short Indoctrination course

given to every member of CIA entering on duty. 7/ The importance

.s> 7/ Memo: Chief, Or. & Briefing Div. to D/TR (no subject), 28 May 1952,

"% R,C. 55-110, Mentions first date of Indoctrination Course as 26 Nov,
419527 The announcement for the Sixth Orientation Course, 10 March 1952,

25X1A CTa Yotice| il states that the course is mandatory for -all employees

33-5 and above who had not previously had
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of an orientation program as en introduction to & new profession

and a strange community 1s obvious. For the first time, the

employee came tace-to-face with high executives in the Agency and

with the Director of Central Intelligence himself, Bringing people

irn from the field for the course gave them not only a sense of

belonging but one of importance as well, The course continues to

be given [quarterly. T;MoJL,J s | ,///i ) e

Unclassified Yrainine Group (4) " 7_£~”ﬁV’ iA ‘ ;, e
O/TR established its first curriculum-:as distlnct from a cour c;—}or

nrofessional recrults awaiting clearance
Ao 3 May 1951 to run for six weeks, with an additional six ‘weeks, if

A
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requested by an Office, in intensive training in the Russian lenguage. 8/

8/ Memo: D/TR to AD's of the DD/I Offices, "Unclassified Treining
Growp A," 11 Aoril 1951,

The curriculum contained courses in limited areca study on the USSR,
intelligence and international relations, rapid reading, report
writing, and assignmwents suggested by the Offices 'in which the

individual would work., 9/ URG (A) continued to be given until the

9/ Tovid,

end of June }_”952\:.;“i 10/ . UTG(4) was & warming-up exercise for the

e P . . ;' .y .l,i-, (RS
10/ Memo: D/TR to 4D's, TLO's, ulr[? and Comntroller, Second Amend-
ment to Memo fr, D/TR ,.,, 26 November}l951 R, C, Jov 55, Box - 1 ‘

establishment of the Basic Intelligence School; it had certain other
notable features:

Training in Rugsian: By contract with the School of Languages

and Linguistics, Forelgn Service School, Georgetown University, it

provided for intensive training in Rusglan under the central dirsction
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25X1A9%9a

of O/PR, First offered to the professional applicant waiting on
clearance, it soon became obvious that it was of value to the nro-
fessional on duty and cleared. O/TR made special provision for such
students. This service was eagerly accepted by O/SI, which at that

time needed longuage ability in staffing certain projects, l;/ and

11/ Memo : D/IR to Dir/?, "Administrative Procedures for the Conduct
of UNG(A)," 2 May 1951. Information on O/SI from presence on the

thus became the first Agency-wide languege training program.

Training in Rapid Reading: Courses in rapid reading, set wp in

various department of Government since the end of World War 11,

used two instruments torreduce the number of eye movements in reading
and to increase the eye-span, The aim was to increase the number of
words read vper minute and fais@ proportionately comprehension of

what was read, The course sought a mechanical proficiency without

reference to the type of material read. This course, set up in the

LAY ‘/' r:) U\.“ H{ 3

;ﬁD’P comolex in 1950, shared its personnel and instruments with O/TR

for UPG(A). 1In O/TR it soon reached an independent status under its
new name of Reading Improvement., The staff began to use the materials
of intelligence and to develop approaches to analysis., The student
learned whether to read intensively or extensively or to scan accord-
ing to the subject matter confronting him, en important acquisition

in a profession where the surveillance of documents had to proceed

AN

.

any analysis of them. 12/ .

iz Memo: DD/TR to TLO's Reading Improvement Course, 25 August 1952.
Improvement," 7 fpril 1955,
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Clerical Training
Yhon members of O/UR went about in the fall of 1657 explaiaiang

to supervisors the method of usiang the new peréonnel evaluation
form, one of the guestions that they encountered most often was
whether or not the clerical staff was toc be considered vart of
the career service, The answer, after comsultation, was at first
ves, but that answer was later qualified; it has not yet been
wholly resolved, In the first place, a career by definition
included the i@ea of enlarging responsiblities; but clerical
’positions Qiﬁcﬁéd:;utjat the GS-5 lewvel,. Career service was
centered on training in intelligence ‘and its techniques; but
clerical training was larzely confined to the technigues of tyoing,

shorthand, fnglish grammar, and filing., Finally, a career serv-
ice could exist only if the persons seeking enrollment in it were
willing to pledge a certain amount of permanence' the young women

SRN mfi il aentt g

who came. into CIa marrled bec e pregnant, or, changea jobs as
P & ST

o their husbands changed. O/T_R was definitely concerned because

i

v

it had begun upon clerical training courses in the spring of 1651
and contimied upon them ever since with the direct encouragement
‘of the D/IR but without as yet formal confirmation by CIA Regula-

.
tion or Notice. O/TH was responsible for training those perons

7 ":‘ r,
aweiting in the Interim Assignment Branca (the pool of peovle waiting

7

on clearsnce), for providing them when’newly3cleared but before

assignment to an Office with an orientation course that explained
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tae gituation of CIA in Government and the particular require-
ments of security, and for giving the clerical staff already on

tne job an opportunity to improve their skills. 3}h/

533n/  This material larzely from interviews with_a

Something of these difficulties was foreseen wnen O/TR was

25X1A9%9a

discussing clerical training in the gpring of 1951:

"Though the primary objective of a trainiang program is
imorovement of skills and knmowledzes, it has deep implice~-
tions. Some of these are a functiocning promotional policy,
a good selective process--initially and throughout an
employee's career--and cavable supervision, An expanding

P G TP i I i A 1
training nrogram must take these into account. 331/

25X1A9a _’3“;3_; Mggg;.—-t;—(?glonel Baird, "HRecommendations for

Initia)l Clerical Training Program,"9 April 1951, Files: Mgmt. Trng, Div.

On July 31, 1953 a Panel on Career Service for Women met to examiné
'and report on the career opportunitie§ for women in the CIA, A

committee of this panel considered the position of the clerical

ampléyees. The committee had no direct connection with training;

oy

it was concerned with womendrather then men, buﬁ-ftg‘ééééiﬁsions
sroved of .interest to O/TR, In the fifst vlace, the committee

divided clericals into two groups: the clerical, having to do with
éffice machines and procedures, and the intermediate, with speclalized
sirills such as radio operator or personnel assistant. It discovered
a% that time a high rate of turnover-—12%~~caused not so much by

the lack of advancement but rather by "lack of orientation, incon-

sistencies in hiring and oromotional practices, and non-utilization

of skills acquired previocusly," In its recommendations it sald--

ernloyees as CIA, and depending on college graduates
Approved For Release 2001/07/16 : QIA—RQ\P]§-06365A001000040008-0
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for as much as 25 percent of its e¢lerical lsbor supnly,

should offer unasual rewards, not necessarily in money,

but in esprit de corps for its emoloyees.”
It recommended that the "Career Service Board place greater emphasis
an the clerical groups of employees," to provide for progression
from clerlcal to intermediate jobs, and for advancement within
the clerical grour by "utilizing the training facilities of tkre

Acency so as to allow. an individual employee to develop additional

skills benefiting his personal career." 333/

e o

333/%Career Develcpment of Women in the CI4," report of the Panel
¢

3
o0
gy

ab B, Files: Memt, Trne, Div,

Long before this report, the.Office oszraining had res-
ponded to demands made upon it.f:By tﬁe begiﬁnings of FY 1952-53,-
the cdurses had acquired reputation snd permanenceli;Careful
evaluation of the efforts of students turned in to supervisors wers
veing used as an aid to promotions and had therefore sharpened the
interest of clerical people in taking the refresher course. The
nrientation course, a two or three day introduction to CIA and
its procedures for the incoming clerical had also been succgssful.
Crn 19 May 1952,Athe Clericgl ;gduction Course was transferre@ t6
O/TR.' The*géﬁéésﬁfgrfghéaihfee ééﬁ;;es run as follows: (up to
December 1953)

Clerical Induction: (Starting under O/TR 19 May 1952)

Number of .persons taking course:
615 == 1952

874 = 1953
1489 Total

Approved For Release 2001/07/16 : CIA:RDP78'- 365A001000040008-0
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Clerical Orientation Trainine (23 September 1952
Number of nersons taxing course:
371 - 1952
11656 -- 1953
1567 Total

Clerical Refresher Training (15 July 1951)
Number of persons taking course:
224 - 1952
523 ~~ 1953

. ————— ot

77 Total ‘ 33k/

33k/ .Figures taken from "Data Prepared for the Clark Committee,
January 1955," Files: Mgmt, Trng. Div.

‘hese figures are given not because they are- 1mposmgr in themselves,
but because they represent the method by which in a new agency
verforming an unusual function wniform procedures are being acquired
and a conimon language learned, These clerical courses received
official blessing in late 1953 with the publication of a CIA

RAegulation., 331/

25X1A 331/ CIA Regniation 16 November 1953

General Intelligence Trsinine (the Basie Intelligence Course) by v

In the first course given in the mew fiscal year, O/IR onened

the Basid Intelligence Course to all newcomers to the dgency-~in

accordance with the recormmendation of the Career Service Committee—=

Approved For Release 2001/07/16 CIA-RDP78-06365A001000040008-0




At the same time dropped the itussian language reguirement, and
thus shortened the course to six weeks. This new objective of
the course, basic instruction in intelligeﬁce rethods for all-
recruits to the Agency, CIA Regulation_ May 1953, formalizZadl1A
By this action, any proféssional employee of the Agéncy becane a.
potential avplicant. Shortening the course and opening the way
%o new candidates pe#mitted a firmer schedule, not dependeant woon
the recrultment of junlor officers (profassional trainees), and a
much more regular one. In the calendar year 1951, 19 junior
oificers took the course the ongktime it was given, In the year
1952, the course was given five times to 105 students; in 1953,
eizht times to 319 students.‘ By the bveginning of 1953, students
were coming from nearly all the offices of the DD/I_complex. The
- 10th course, glven from 1 June to iO July 1953, began to admit
nembers of the I4AC community, - LT
Opening the course to all professional. recruits. brought to
the teaching staff the necessity for dealing with many different
disciplines, At the same time, it destroyedlthe focus the staff
had brought to bear on a homogeneous gf&ﬁp]oflpfofessional trainees,
The new entrants were of all ages and of all grades; some expressed
dissatisfaction with the instruction, not altogether justifiably,
An economist, for example, well versed in his own field, might feel
that his eminence in one area was sufficient to allow him to ezcape
elemsntary instruction in another, even if he was largely ignocrant

of it. Whatever its faults or virtues, however, the course performed

¢
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once a weak, to all new employees, with smpbesis on BETS0NNELe
security practlees and on the employee's administrative relatiorie
snips to the Agency's organizatio& in ganeral.l By June 1952 zoms
2,600 new employeess had pons throuch this three-hour lecture
series, as part of their entrance-~on-duty procwdure.z

Although these ona—we&k snd thres<hour presentations were
only rarely called training courses by OTH,3 and apparently were

not intended as snch;h they dld support the personnel processing

LT history, 1951-52 (1955 verslon), p. 5. This study cives two
conflicting dates for the first "indocirination® courze--Nov. 1951
13de, pe 5 of text) and Yov. 28, 1952 (Ibid., p. 5, frotnote 7).
I8 TI97) ¢ate 1. probebly the correct one.  tor a description of

btz course and its vlace in personneleindnction nrocassing, sce Liltg
istory for 1951-52 (1952 version), pp. 22-3k; for am eveluation of
ts effectiveness, see ibid,, pu. L5-LG,

% P

e 5

re
b2
bt
f¢:)

e figure 2,621 1s given by OTit in ibicd., ». 2k,

5 They were classified, rather, as "irieflnzs” snd "oresentations,

-6 directed (slong with other Xinls of presentations) by the Urientae

vions wificer, later {about Sepiewber 1951) renamed the Orientation
izichiaz Divislon (headed throughoul this entire period by '1A93

Thesa prascatations wore 2lwavs kant sesparate frorm VLTS _

soversl “tralnlng divisions,” of wiiech there were threes, by July 1952,

{in CId's brsining courses, see bslow pp, 105-12.) O4her © res of

"prezentations® by UTQ lncluded, for example, lectures at Defense

gnu otate edartment schools, showings of foreign motion pictures

ndled Jointly with OCD's pranhics fevister), and the "CILi Pre-

Ratioms Program,” began in iuzust 1952, The latter orogram was
L23's, [4D's, and Vivision and Branch chlefs, and consisted of

w3 by AD'a) by which OFR souzht to Almprove Assncy ilntornsel

onships and morsls and stimulate leamwork throughout CIAY

ctice [ 7o1y 21, 1992, in CIi Zecords Center,)

25X1A9%9a

25X1A

B

® Ime of (I's hisbories for this period (the 195% edition, p. 5,

neevionsly cited) connluded that the Yoriantstion" courss was pae

zarded as Ma necessary preliminary® to ithe career-service rograms
but the relationship is not explained.

T 86
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procadure sud ovidently supporied 1% well., They provided a wlinnse,
3%, into the othrrwize tiphtly comparimented offices ibhat wade

a% iwast,
vp the freney, a further appreciation of the raneral security poli=-
cims and nracilces thal affected 211 employeas, and a morale Y14 ftH
from seeing in person many of the mon in charse of tha Agency's
substantive and administrative programﬁ.l

A sacond esarly personnele-supnord activity of R, intended
in thls case to serve directily the Agency's recruliuent UrOSTens,
uas o uake over and expand the Personael Office's "ivaining and
noldioe pOOlﬁ,ﬁQ beginning about ﬁﬁril 1951, The perscnnel pool
icen wos & devies, under the useful gulse of "training,” that had
baen used axperimanﬁally by Parsannal,B'hefhre Octobsr 1950, as o
w2ans of improving the Agency!'s Campetitivé position in the labor

market, snd reduclng el the sgme time the demorelizing offect of the

PR

acesuardly lonz securlty-clearancs delays on applicents under

racruiimant, Under this program recruits could be quickly zppointed,

T Angther esilmate of thege prozrams {(in GTR's history, 1952 waraion,
4 was :n&n they provided all new smployees with "a uniform

" EY X -

uand%nz of tho Agency's "policies..., objectives, end /operate
rinciples,? -

Pe 373 in O/TCIAHS
4 sat uwp in 1951,

l:ﬁii@
ﬁctual%y they had baen uged before, For the situation befors lLoto-
vor 1950, see chapier 10, sbove, pp. 77 fF,

3. P &~ : i
‘i-f“is offlce was known, up to the fall of 1950, as the Personnel
#ltari™y see above, pp, 21 £f,

X &7
Approved For Release 2001/07/16 : CIARBEYR pepe5A001000040008-0



Approved For Rélgase 2001/07/16 : CIA-RDP78-06365A00000040008-0

wnmle they were still in the "provisional clearance® stage, o

wiiat was represented to thém as nipoining' assignments, Porule- ‘ "

viorly in the case of recrults who were in danger of being lost

o the Agency (in favor of another employer with less rigorous

cloerance standards), they were given temporary assignments and i

foered a veriety of worthwhile, unclassified work projects, &

including unclassifled étudy courses, to occupy thelir time pending 'ﬁ

a1l clearance and regular assignmenb, This program had bsen

expanded by the D/, in Jamery 1981, to accomodate an increas-

irg mumber of recruilts awailing processing for the D/P group, in
perticular,l and in subsequent months these holding units were
gradually turned over to OTR To operale.

. in April 1951, the first of these pools was re-cstablished
under OTRYS managemente—-specilically the‘paol for intelllgence
anzlysts and other "non-coveri, professional employees” of G35

o 2 . . .
nd higher grades.” This group of provisionally-cleared appointees

3]

* sn Jamsry 1951 OPC requested that the DD/A establish “training
and holddng pools® for specialiszed support-type personnel awaiting
fuil clearance and overseas duty, especially personnel {recruited
“insh CPC's T/0) intended for supply work, perscnnel managerent,

i security activities. (Sce memorandum by AD/PC to Dh/A, Jan. 31,

1992, Secret, in DD/S "M 5 file,) By August 1951 the DD/A had 3
sat un "administrative training pools,”" totalling 29ly positions, H

dividad into seven units assigned {respectively) to ths Personnel, ;
ceurity, Administrative Services, Procurenent, Finence, Medicel, i
and General Counsel's Offices. (Sce momorandum, Auge 2i, 1951, _
Jocret, in ibid,) Whether - these pools were all transferved later :
to OT8 is not known, ' '

[

“se OIH's history, 1951-52, including 1951-62 version, po. 37-38,

25X1A srs 1955 version, p. & (both Secret, in O/DCI/HS files); and CIA
".'?c,-'c:i_c__ June 9, 1952, Secret (in CTA Records Cemter). Details
23 to tne predecessor of UTG /A, in the Personnel 0ffice, have not
ween found.
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s crganized by OTH into a so-called "Unclassified Tralning
Gwroup AY (UTG/A), where they were provided with a b=wesks serios
of unclassified courses dealing with intellipgence concepits,
international relations, "general administfation," and "reading
imprOVement.”l If after six weeks a recrult was still not fully
¢leared, he was put to studylng Russian or given 8 "Iull-time
work project! (using unclassified materials) assigned by the
sponsoring of fice. By June 1, 1952, some 235 appointecs had gone
through the ﬁTG/A program, and of them 185 had studied Russian

as welltz At the end of June 1952, UTG)& was discontinued.3

ircluded (by August 1951)  separabte units for operational p?

1 "Teading improvement® was also a course open to fully cleared
nersounel; see below, p. 107,

- OTRYs history for 1951~52 (1952 version), Secrot, pp. 37-38.
The Russian language course offered as a supplement to these
vrovisional recruits was variously described as 6 and B weeks
icnz. (See ibid., p. 30, and 1955 version of OTR's history,

P. O, Gobh Secret, in O/DCI/HS files,)

3 Thid,, 1955 version, p. 6. The svbsequent holding-pool
arrongenents, i any, after June 1952 for handling the provisional

recruits destined for the DD/I offices are not explained (ibid.,
w. 5), nor are they mentioned in OTR's history for 1952-53 (in
O/0CL/HS files,) :

}

% seo sbove, p. 88, note 1,
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